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§102.29

§102.29 Who administers SBA’s re-
sponsibilities under the Privacy
Act?

The PA Officer has overall responsi-
bility for administering the PA for
SBA. A Systems Manager is respon-
sible for administering the PA as to
systems of records within an SBA Of-
fice.

§102.30 How can I write to the Privacy
Act Officer?

You can write to the PA Officer at
409 Third Street SW., Suite 5900, Wash-
ington, DC 20416.

§102.31 Who appoints Systems Man-
agers?

The senior official in each field office
and each Headquarters program area
designates himself or herself or ap-
points another as the Systems Manager
for that office.

§102.32 What do
do?

Systems Managers have the following
responsibilities, among others, for the
offices for which they are appointed:

(a) Acting as the initial contact per-
son for individuals seeking access to or
amendment of their records.

(b) Responding to requests for infor-
mation.

(c) Discussing the availability of
records with individuals.

(d) Amending records in cases where
amended information is not controver-
sial and does not involve policy deci-
sionmaking.

(e) Informing individuals of any re-
production fees to be charged.

(f) Assuring that their systems of
records contain no record describing
how any individual exercises rights
guaranteed by the First Amendment
unless expressly authorized by statute
or by the individual about whom the
record is maintained, or unless perti-
nent to and within the scope of an au-
thorized law enforcement activity.

Systems Managers

§102.33 How can I write to a Systems
Manager?

You can write to a Systems Manager
by writing to the SBA Office which
maintains the record you are seeking.
If you do not know which office that is,
or you do not know the address of that
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office, you can write to the PA Officer
at 409 3rd Street SW., Suite 5900, Wash-
ington, DC 20416, who will forward your
request to the proper Systems Man-
ager.

§102.34 How can I see records kept on
me?

(a) You may look at any information
pertaining to yourself contained in any
SBA system of records unless some law
or regulation prohibits it.

(b) In order to see this information,
you must ask for it in writing, identi-
fying what records you want. The writ-
ing should be addressed to the Systems
Manager overseeing the system of
records containing the record you wish
to see.

(c) The Systems Manager (or, when
appropriate, the PA Officer) may ask
for more specific information about the
system of records in which the docu-
ment you are seeking is kept, and may
ask you for identification. The Sys-
tems Manager may ask you for your
social security number but you are not
obliged to present it and your request
will not be denied simply because you
do not provide it. The Systems Man-
ager may, however, deny your request
if he or she cannot determine that you
are the person to whom the informa-
tion pertains.

§102.35 How long will it take SBA to
respond to my request?

The Systems Manager will respond
within 10 working days.

§102.36 How will SBA respond to my
request?

The Systems Manager will inform
you that:

(a) Your request is denied, in which
case he or she will set forth the reasons
for denial and your rights to appeal; or

(b) Your request is granted and you
may view your record, in which case he
or she will set forth the time and date
for you to review your record in the
presence of an SBA employee; or

(c) Your request is granted and, un-
less you object, SBA will mail you a
copy of your record. SBA will mail you
your record only if it determines that
there are no other reasonable means
for you to obtain access to your record.
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